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statring ror wen [N 25X1A

1. Do s seall section performing clericsl functions, es in tids

2. The distribution of dutles, as proposed below, was worked
out with the I oy mem‘mmﬂm

& They can select the personnel %0 be retained.

be The BI courder sssigmment iz centinued for the duration
of the emsrgency.

s mmmmmmmammmm,w
future exporiencs Indicates the need for such changes.

3. In the past it has baen necessary to authorize overtime to
take care of the eervly morntng, late evening, and weck end ]I 25X1A
work. On this proposed T/0, stegmercd hours of worlt ave sbhown Cor
without the use of overtime. In order to provide week end service
without overtime, it is recomsended that steggered work days be

oven.

k. The position numbers were assigned for comvenient reference
m«mm&muemMWMmemw:mg@w
tive positions. Upon approval of these recommendations, the Wage
and Salary Divisien/OP should be requented to review the Jobs for
the purpose of essigning propor grades and titles.

Positdon NO. 1 (Superviscr) 0830 -1700  Fosition FO. 2 émt Cables) 0830 ~1700

1. mmﬂ Bection 1. Hote i '
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» Anguer loquiries 2. Pyepave staff coble boavds

be Asgtet with beck loge 3« ¥ile Reglstry copy
thﬁdﬁmqnwmk h. Note distribution 25X1A

S5« Cover any deak in the b« Birip calles to be eaped
absance of the assigned and follow up as required

agloyes 6. Retire sged cables to Archives

T+ Act as aupervisor in the
sbsence of the Chief

handling is vequired, s back log develops, or an sbSANGE OCCUDS. G

‘been established end 1%a sdequacy . . ... ....|"
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evay, primry respoasibility for cech separste tadk should be -

sssignnd to other persemnel, in oo far ao possilble,with the super- ‘._ E
- visaris time bLeing used o assist on any Job fn which expeditious N S
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